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From: Corbett, Krysti
To: O"Grady, John; Morrison, Denise; Tim Seidman; McBride, William; Mills, Lesley; Pitchford, Ann; Sims, Mark;


Oliver, Leah
Cc: Carene Reid (reid.carene@epa.gov); Carbone, Chad
Subject: Courtesy Notice: EPA Credentialed Inspector Training and Credential Audit
Date: Tuesday, May 16, 2017 10:23:00 AM
Attachments: 3500 audit policy.docx


SOP for National Training and Credential Auditing_Memo_3-30-17.docx
Credential Audit memo-5-9-17.pdf


Good Morning,
 
I am writing to provide you with courtesy notice of the Office of Enforcement and Compliance
Assurance’s issuance of the National Audit Policy and Standard Operating (SOP) for EPA-Credentialed
Inspector Training and Credential Auditing. This policy and SOP was put in place to reduce any
potential risks to cases that result from deficiencies in their inspector training requirements, and to
remedy other deficiencies as a result of the 2012 Office of Inspector General’s investigation. The
audit has begun this month, and is being conducted by Office of Compliance utilizing existing
database information to assess the overall performance of the program, not individual staff
members.
 
I am enclosing a copy of the Audit Policy and SOP for your review. Please feel free to contact Carene
Reid if you have any questions or require a briefing on this audit.  She can be reached at 202-564-
0448 or reid.carene@epa.gov.
 
 
 
Krysti Corbett
Director
Labor and Employee Relations Division
Office of Human Resources
U.S. Environmental Protection Agency
1200 Pennsylvania Avenue, N.W.
WJC North 6317A
Washington DC 20460
Mail Code 3602A
Desk Phone: (202) 564-6295
Mobile:  (202) 579-1681
corbett.krysti@epa.gov
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[bookmark: _Toc458519045][bookmark: _Toc459812921][bookmark: _Toc461021412][bookmark: _Toc461617407][bookmark: _Toc462209786][bookmark: _Toc462919176][bookmark: _Toc463529604][bookmark: _Toc474828373]Per EPA Order 3500.1 Section 5(f)(7) and 5(g)(6), each Region/Office that issues credentials is required to identify a single point of contact to be responsible for coordinating with the Office of Compliance (OC), auditing the Region/Office to ensure training requirements are being met, and maintaining inspector training documentation in a training information database that meets the requirements outlined in the Order.  A list of the current points of contact is provided on the EPA Inspector Wiki and will be updated as needed.


[bookmark: _Toc458519048][bookmark: _Toc459812924][bookmark: _Toc461021413][bookmark: _Toc461617408][bookmark: _Toc462209787][bookmark: _Toc462919177][bookmark: _Toc463529605][bookmark: _Toc474828374]Each calendar year, OC will provide a list of actively-credentialed inspectors and supervisors whose training records will be audited to the designated regional and headquarters contacts.  The list will be generated using random sampling to obtain at least 10% of all actively-credentialed inspectors within each Region and Headquarters.  At OC’s discretion, additional inspectors may be included in the audit should the original random sampling not include all media programs with federally-credentialed inspectors.





For EPA employees, OC’s Compliance Policy Staff (CPS) will begin audits by reviewing training documentation records stored within the Talent Management System (TMS) (or other EPA Order 3500.1 Section 5(f)(8) compliant training information database).  For non-EPA employees, CPS will audit the Lotus Notes Inspector Credentials Database.  The following documentation will be evaluated for all inspectors selected for the audit:





a.	For active, newly credentialed inspectors:


i.	Basic Inspector Training (BIT) completion certificate


ii.	24-hour Health and Safety training completion certificate


iii.	Initial media program-specific inspector training completion certification form(s) or prior documentation for each program under which the inspector conducts inspections


iv.	Credential Acknowledgement and Receipt form


v.	Authorization Agreement/Contract (for non-EPA employees)





b.	For inspectors with active credentials held for more than one year:


i.	BIT completion certificate OR provide certification by two levels of management


ii.	24-hour Health and Safety training completion certificate or certification from a Safety, Health and Environmental Management Program (SHEMP) manager


iii.	Initial media program-specific inspector training completion certification form(s) or prior documentation for each program under which the inspector conducts inspections if available OR provide certification by two levels of management


iv.	Annual Basic Inspector Skills refresher completion certificates


v.	Annual media program refresher completion certificates for each program under which the inspector conducts inspections (an initialed Annual Refresher Training Completion Certification form is sufficient if a certificate is not produced upon course completion.)


vi.	Annual 8-hour Safety and Health certificates (for non-EPA inspectors only) 


vii.	Annual Refresher Training Completion Certification form (which includes certification that all Health and Safety requirements are current for EPA employee inspectors)


viii.	Credential Acknowledgement and Receipt form


ix.	Authorization Agreement/Contract (for non-EPA employees)





c.        For first-line supervisors/team leaders of credentialed inspectors:


i. BIT completion certificate


ii. Environmental Statutes Review Course completion certificate


iii. First-line Supervisors / Team Leader Training Requirements/ Self-Study Certification Form











For any training records that are missing, are not stored in TMS (i.e., stored on another compliant training information database), or are not stored in the Lotus Notes Inspector Credentials Database, CPS will request the missing records from the applicable Regional/Headquarters credentialing contacts and appropriate managers.  Regional and Headquarters contacts must provide CPS with electronic or hard copy documentation of the missing records within 30 calendar days from the request date.  If requested documents are not received within 30 calendar days, the documentation will be considered to be missing for purposes of the audit.





To assess adequacy of inspector background investigations (for EPA employees only), OC will work with the HQ Security Management Division to identify the level of background investigation that is needed compared to the level that currently exists.





To assess physical possession of inspector credentials, OC will work with Regional Credentialing Coordinators and inspectors’ supervisors to obtain a written verification that each inspector’s credentials are in their possession.  If written verification of possession cannot be obtained within 30 calendar days of the request, the credential will be considered to be missing for purposes of the audit and the procedures outlined by EPA Order 3510 Section 4 will apply.





To assess whether each inspector has a job hazard analysis (JHA) and appropriate language present in the inspector’s position description (PD) (for EPA employees only), OC will work with Regional Credentialing Coordinators and inspectors’ supervisors to obtain a written verification to this effect.  If written verification cannot be obtained within 30 calendar days of the request, the JHA and/or PD language will be considered to be missing for purposes of the audit.





Upon completion of each annual audit, CPS will provide OC management and each Region/Office Enforcement Director with a copy of a final report summarizing the findings of the audit.  The report will include the results of the credential inventory (i.e., percent of audited inspectors that have maintained physical possession of the issued inspector credential), training documentation statistics (e.g., percent compliance with EPA Order 3500.1 training documentation requirements of the audited inspectors), deficiencies noted during the audit, corrective actions recommended (e.g., which training documentation is missing), and recommendations for future audits or policy revisions, when necessary.  Evaluations of any needed corrective actions taken by each region/media program area concerning training documentation will be performed during the next calendar year’s training documentation audit.
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[bookmark: _Toc478626534]General


[bookmark: _Toc478626535]1.1 	Summary of Procedure/Purpose


This policy establishes the procedures for OECA’s Office of Compliance (OC) to perform annual audits of EPA employees, state/tribal employees, contractors, and SEE enrollees who maintain EPA inspector credentials.  These audits will be used to assess credential possession, adequacy of background investigations and completion and documentation of EPA Order 3500.1 required training by EPA credentialed inspectors conducting inspections on behalf of the EPA.





Background


EPA Order 3510, Section 3(f) mandates that EPA Regions/Offices which issue inspector credentials must ensure that 10% of inspector credentials issued are inventoried once a year to ensure that the recipient has the inspector credential in his or her possession.  This policy expands upon that mandate to include a Headquarters evaluation of credential possession, inspector training documentation for the credentials inventoried on an annual basis, and whether inspectors have adequate background investigations.





Scope and Applicability


This policy applies to OC staff responsible for conducting audits of federally credentialed EPA employees, states/tribal employees, contractors and SEE enrollees who conduct inspections, field investigations, or sampling on behalf of EPA.


[bookmark: _Toc478626536]1.2 	Personnel Responsibilities/Qualifications


[bookmark: _Toc478626537]1.2.1	Author/Originator


Responsible for either creating a new controlled document or updating the current version of the document.  Must be knowledgeable of any material referenced or applicable to the policy.


[bookmark: _Toc478626538]1.2.2	Auditor


Responsible for selecting and auditing training records.  Must be proficient with TMS (and all other EPA Order 3500.1 Section 5(f)(8) compliant training data systems), be proficient with Lotus Notes databases, be familiar with EPA orders and policies regarding credentialing/training documentation, and must be able to demonstrate unbiased execution of the audit, particularly concerning the selection of records and auditing process.


[bookmark: _Toc478626539]1.2.3	Credential Coordinator


Point of contact responsible for coordinating with OC (and other local staff as necessary), on issues relating to auditing a Region/Office to ensure training requirements are being met, and maintenance of inspector training documentation in a training information database that meets the requirements outlined in EPA Order 3500.1 Section 5(f)(8).  The Credentialing Coordinator should be familiar with EPA orders and policies regarding credentialing/training documentation, and must be able to respond to missing record requests in a timely manner.


[bookmark: _Toc478626540]1.2.4	First-Line Supervisor / Team Leader of Credentialed Inspectors


Responsible for documenting and maintaining a list of qualified compliance inspectors/field investigators, ensures the issuance of credentials to qualified compliance inspectors/field investigators, and ensures compliance with EPA Order 3500.1 training and documentation requirements.  The first line supervisor/team leader performs the following for all credentialed inspectors/field investigators under their supervision: 


· identifies training requirements;


· identifies additional media program-specific training needed;


· documents the qualifications of each inspector/field investigators;


· reviews and evaluates prior training to determine required training needs;


· documents (and places in the inspector/field investigator’s personnel file) any approved exceptions to EPA Order 3500.1; and


· requires inspectors/field investigators to maintain their own training records (to be provided for review upon request).


[bookmark: _Toc478626541]1.2.5	Inspectors/Field Investigators Seeking Issuance or Renewal of EPA Inspector Credentials


Responsible for completing all required and assigned training, documenting completion all training, completing and submitting all required forms, maintaining original or electronic copies of all training documentation, and submitting training documentation upon request.  Qualified inspectors/field investigators meet all requirements outlined in EPA Orders 1440.1, 3500.1, and 3510.


[bookmark: _Toc478626542]1.3	Documentation/Verification


This procedure was prepared by persons deemed technically competent by OECA management, based on their knowledge, skills, and abilities.  The official copy of this procedure is maintained by the OECA Document Coordinator (DCC) and the most recent version is accessible on the OECA Document Control SharePoint Site.


[bookmark: _Toc478626543]1.4 	References/Other Associated Procedures


EPA Order 1440.1 “Safety, Health and Environmental Management Program” (http://intranet.epa.gov/ohr/rmpolicy/ads/orders/1440-1-new.pdf) 


EPA Order 3500.1 “Training Requirements for EPA Personnel who are Authorize to Conduct Civil Compliance Inspections/Field Investigations and EPA Inspector Supervisors” (http://intranet.epa.gov/ohr/rmpolicy/ads/orders/3500-1a1.pdf)


EPA Order 3510 “EPA Federal Credentials for Inspections and Enforcement of Federal Environmental Statutes and Other Compliance Responsibilities” (http://intranet.epa.gov/ohr/rmpolicy/ads/orders/3500-1a1.pdf)


“Guidance for Issuing Federal EPA Inspector Credentials to Authorize Employees of State/Tribal Governments to Conduct Inspections on Behalf of EPA” (http://intranet.epa.gov/oeca/oc/etdd/reporting/fy2008/refdocs/reportingfy08-attach9a13-finalstinspectorcredentialsguidancesigned9-30-04.pdf) 


“Guidance for Issuing Federal EPA Inspector Credentials to Employees of Contractors to Conduct Inspections on Behalf of EPA” (https://wiki.epa.gov/inspector/images/5/55/FinalContractorCredentialsGuidanceand_Memo5-31-13.pdf) 


“Guidance for Issuing Federal EPA Inspector Credentials to Senior Environmental Employment Program Enrollees to Conduct Inspections on Behalf of EPA” (https://wiki.epa.gov/inspector/images/3/3a/FINALSEECredentialsGuidance9-30-13.pdf) 


[bookmark: _Toc478626544]1.5	Definitions


[bookmark: _Toc478626545]1.5.1	Annual Inventory


Each EPA Region/Office which prints and distributes credentials will annually inventory stock of unissued credentials, including any special stock paper used by that office to print the credentials, and maintain records that the inventory was conducted.  EPA Regions/Offices must ensure that at least 10% of credentials issued are inventoried once a year to ensure that the recipient has the credential in his or her possession.  The issuing Region/Office is responsible for maintaining records of these inventories. 


[bookmark: _Toc478626546]1.5.2	Inspector Credential


Identifies the person to whom it is issued as an authorized representative of EPA with the authority to conduct inspections, investigations, and sampling under EPA’s statutes.


[bookmark: _Toc478626547]1.5.3	Inspector Wiki


OC’s online information resource for inspectors and supervisors regarding credentialing requirements, training requirements, EPA Orders, guidance documents, applicable policies, applicable memos/information, and other inspector resources.  (https://wiki.epa.gov/inspector) 


[bookmark: _Toc478626548]1.5.4	Training Documentation


An electronic or hard copy record/certificate of the completion of training that includes, at minimum, the following information: the name of the training, the name of the employee, and the date of completion.  


[bookmark: _Toc478626549]1.5.5	Training Information Database


The assistant administrators of offices engaged in compliance monitoring are responsible for maintaining training information in a data system that can:


(i)	track names of compliance inspectors/field investigators and their supervisors;


(ii)	maintain a list of courses and other training with course names, hours, required frequency of completion, and descriptions;


(iii)	record completion dates and due dates for required courses and other training for inspectors;


(iv)	produce reports that list due dates for required refresher training for compliance inspectors/field investigators within user defined time periods; and


(v)	provide e-mail alerts to supervisors that inform them of when their staff’s refresher training is due.


[bookmark: _Toc478626550]1.5.6	Working Knowledge


Sufficient knowledge of statutory/regulatory requirements, field inspection methods, and some experience accompanying a lead inspector/field investigator for a particular program.  This knowledge is the minimum requirement needed to evaluate the completeness and quality of inspection reports prior to approval.





[bookmark: _Toc478626551]1.5.7	Adequate Background Investigation


For EPA employees, contractors, and SEE enrollees: a background investigation that is conducted at an appropriate level, as prescribed based on the position risk determination made by EPA’s Security Management Division (SMD) and the Office of Personnel Management (OPM).





For state/tribal employees: a background investigation that is conducted at an appropriate level at the discretion of the inspector’s supervisor.


[bookmark: _Toc478626552]1.5.8	Job Hazard Analysis (JHA)


A job hazard analysis is a technique that focuses on job tasks as a way to identify hazards before they occur.  A JHA focuses on the relationship between the worker, the task, the tools, and the work environment.  Ideally, after you identify uncontrolled hazards, you will take steps to eliminate or reduce those hazards to an acceptable level.  A JHA should be documented in writing and be current to the inspector’s duties.  JHAs should be reviewed and updated as duties, hazards, tools and conditions change.





[bookmark: _Toc478626553]Procedure


[bookmark: _Toc460909246][bookmark: _Toc461021432][bookmark: _Toc461617427][bookmark: _Toc462209806][bookmark: _Toc462919197][bookmark: _Toc463529625][bookmark: _Toc474828395][bookmark: _Toc478626554]Per EPA Order 3500.1 Section 5(f)(7) and 5(g)(6), each Region/Office that issues credentials is required to identify a single point of contact to be responsible for coordinating with OC, auditing the Region/Office to ensure training requirements are being met, and maintaining inspector training documentation in a training information database that meets the requirements outlined in the Order.  A list of the current points of contact is provided on the EPA Inspector Wiki and will be updated as needed.


[bookmark: _Toc458519046][bookmark: _Toc459812922][bookmark: _Toc460909247][bookmark: _Toc461021433][bookmark: _Toc461617428][bookmark: _Toc462209807][bookmark: _Toc462919198][bookmark: _Toc463529626][bookmark: _Toc474828396][bookmark: _Toc478626555]The audit process is as follows:


[bookmark: _Toc478626556]2.1	Audit Sampling Selection


[bookmark: _Toc460909249][bookmark: _Toc461021435][bookmark: _Toc461617430][bookmark: _Toc462209809][bookmark: _Toc462919200][bookmark: _Toc463529628][bookmark: _Toc474828398][bookmark: _Toc478626557]Each calendar year, OC will provide a list of actively credentialed inspectors and supervisors whose training records will be audited to the designated Regional and Headquarters contacts.  The list will be generated using random sampling to obtain at least 10% of all actively credentialed inspectors within each Region and Headquarters.  At OC’s discretion, additional inspectors may be included in the audit should the original random sampling not include all media programs with federally-credentialed inspectors.  A list of the selected inspectors will be sent to each region/office credential contact when the audit is initiated by OC.


[bookmark: _Toc478626558]2.2	Physical Possession Check


[bookmark: _Toc463529630][bookmark: _Toc462919202]OC will ask the inspector’s supervisor and credential contact to verify and attest, in writing (e.g., e-mail, letter) that each inspector on the list has physical possession of the credential.


[bookmark: _Toc463529631][bookmark: _Toc474828400][bookmark: _Toc478626559]If a credential is discovered to be lost or missing, or if written verification of possession cannot be obtained within 30 calendar days of the request, the inspector must follow the procedure outlined by EPA Order 3510 Section 4 and the credential will be considered to be missing for purposes of the audit.


[bookmark: _Toc478626560]2.3	Minimum Requirements and Background Investigation Progress


[bookmark: _Toc463529633][bookmark: _Toc474828402][bookmark: _Toc478626561][bookmark: _Toc462919204]CPS will coordinate with the audited inspector’s supervisor and credential contact to verify and attest, in writing (e.g., e-mail, letter, etc.) that:


a. [bookmark: _Toc463529634][bookmark: _Toc474828403][bookmark: _Toc478626562]the inspector has a valid Job Hazard Analysis (JHA) is signed and in place;


b. there is appropriate language present in the inspector’s position description;


c. appropriate updates to suitability background investigations for federal employees have been completed.  Prior to hiring an employee or moving an employee into a new position, supervisors of EPA employees work with EPA’s security office to determine the appropriate level of background/suitability check needed.  The supervisor addresses the federal inspector background/suitability check in the context of all of the employee’s job responsibilities, not just their inspection duties.  Prior to requesting credentials for either new or existing federal inspectors, the requesting office needs to determine if the level of risk has changed from when the previous risk determination was made as reflected on the employee’s SF52.  If the level of risk has changed, then the requesting office needs to ensure that the appropriate level of background/suitability check is completed; and


d. employees of contractors, grants, states, tribes or territories seeking credentials have complied with EPA requirements for background checks, if any.  For contracts or grants, Homeland Security Presidential Directive 12 (HSPD-12) requires EPA administered contracts and grants include a requirement for an appropriate background check.  This Directive does not impose new requirements for background checks for states/tribes.  Thus, for state/tribal inspectors, under this Directive, no requirements for background checks are required.  This interim approach relies on what checks the state and tribal governments have performed as a condition for state/tribal employment.


[bookmark: _Toc474828404][bookmark: _Toc478626563][bookmark: _Toc463529635]Regional and Headquarters contacts must provide CPS with written (electronic or hard copy) verification of these items within 30 calendar days from the request date.  If requested verifications are not received within 30 calendar days, the items listed above will be considered to be incomplete/non-compliant for purposes of the audit.


[bookmark: _Toc478626564]2.4	Review of Documentation


For EPA employees, OC’s Compliance Policy Staff (CPS) will review all training documentation records stored within TMS (or other EPA Order 3500.1 Section 5(f)(8) compliant training information database).





For non-EPA employees, CPS will review all training documentation records stored within the Lotus Notes Inspector Credentials Database.  


[bookmark: _Toc478626565]2.5	Documentation Under Review


The following documentation will be evaluated for all inspectors selected for the audit:





[bookmark: _Toc478626566]a.	For active, newly credentialed inspectors:


i.	Basic Inspector Training (BIT) completion certificate


ii.	24-hour Health and Safety training completion certificate


iii.	Initial media program-specific inspector training completion certification form(s) or prior documentation for each program under which the inspector conducts inspections


iv.	Credential Acknowledgement and Receipt form


v.	Authorization Agreement/Contract (for non-EPA employees)





b.	For inspectors with active credentials held for more than one year:


i.	BIT completion certificate OR provide certification by two levels of management


ii.	24-hour Health and Safety training completion certificate or certification from a Safety, Health and Environmental Management Program (SHEMP) manager


iii.	Initial media program-specific inspector training completion certification form(s) or prior documentation for each program under which the inspector conducts inspections if available OR provide certification by two levels of management


iv.	Annual Basic Inspector Skills refresher completion certificates


v.	Annual media program refresher completion certificates for each program under which the inspector conducts inspections (an initialed Annual Refresher Training Completion Certification form is sufficient if a certificate is not produced upon course completion.)


vi.	Annual 8-hour Safety and Health certificates (for non-EPA inspectors only) 


vii.	Annual Refresher Training Completion Certification form (which includes certification that all Health and Safety requirements are current for EPA employee inspectors)


viii.	Credential Acknowledgement and Receipt form


ix.	Authorization Agreement/Contract (for non-EPA employees)





c.        For first-line supervisors/team leaders of credentialed inspectors:


i. BIT completion certificate


ii. Environmental Statutes Review Course completion certificate


iii. First-line Supervisors / Team Leader Training Requirements/ Self-Study Certification Form


2.6	Missing Documentation and Audit Recording/Tracking


For any training records that are missing, are not stored in TMS (i.e., stored on another EPA Order 3500.1 Section 5(f)(8) compliant training information database), or are not stored in the Lotus Notes Inspector Credentials Database, CPS will request the missing records from the applicable Regional/Headquarters credentialing contacts and appropriate managers.  Regional and Headquarters contacts must provide CPS with electronic or hard copy documentation of the missing records within 30 calendar days from the request date.  If requested documents are not received within 30 calendar days, the documentation will be considered to be missing for purposes of the audit.





An audit record will be used by the auditor to track individuals identified as missing documentation.  The auditor will complete the OC Inspector Documentation Audit form (see Appendix B) by recording the name of the individual, recording their office/region, marking each box corresponding to the types of documentation submitted/available, noting the missing documentation in the comments field, prescribing recommended corrective action, and then noting a timeline for effecting that corrective action.  This record will be used for following up on any documentation deficiencies noted during the previous calendar year’s audit.  Note: this record will not be released with the final audit report.


[bookmark: _Toc478626567]2.7	Final Report


Upon completion of the audit, CPS will provide OC management and each Region/Office Enforcement Director with a copy of a final report summarizing the findings of the audit.  The report will include the results of the credential inventory (i.e., percent of audited inspectors that have maintained physical possession of the issued inspector credential), national/regional/program training documentation statistics (e.g., percent compliance with EPA Order 3500.1 training documentation requirements of the audited inspectors), notes on good performance, deficiencies noted (e.g., types of missing documentation), and corrective actions/timelines recommended (e.g., which trainings to take in order to compensate for missing training documentation).  Evaluations of corrective actions taken by each region/media program area concerning training documentation will be performed during the next calendar year’s training documentation audit.



APPENDIX B: OC Inspector Documentation Audit Form





INSTRUCTIONS: Fill in the inspector’s office/region, last name, first name, and media program.  Check ([image: http://cliparting.com/wp-content/uploads/2016/10/Clipart-check-mark-clipart.jpeg]) each following box in the same row to indicate that the inspector meets the referenced requirement.  Place an (X) in any box where the inspector does not meet the referenced requirement.


[image: ]


image2.jpeg





image3.emf


Office / 



Region



Last NameFirst Name



Media 



Program



Initial BIT 



Certificate



Initial 24-hour 



S&H 



Certificate



Initial Media 



Program-Specific 



Completion 



Certification 



Form



Annual Basic 



Inspector 



Skills 



Refresher 



Certificates



Annual 8-hour 



S&H 



Completion 



Certification 



Form



Annual Media 



Program-Specific 



Refresher 



Completion 



Certification Form



Initial 



Supervisor 



Self-Study 



Form



Annaul 



Supervisor 



Self-Study 



Form



JHAPDMBI



Corrective 



Action 



Recommended



Corrective 



Action 



Timeline



Notes






image1.emf





















